Administrative Policy Process
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1 . Draft Administrative Policy (AP) using
" AP Template
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2 : Request AP number from City Clerk
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3 . Place complete draft in: X:\Administrative
“|  Policies\Draft Policies — Require CM Review
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4 «| Inform CM Executive Assistant that a new AP is
- awaiting approval
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If AP needs revisions:
Retrieve file from
5 . X:\Administrative
" Policies\Revised Policies
and Edit Accordingly
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e If AP needs no revisions: \
Retrieve file from
X:\Administrative

Policies\Final Approved
Policies (in the appropriate
\_ department’s folder)
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Route to CM Executive Assistant to receive City
Manager signature
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Within 45 days of City Manager signature,
present AP through SIRE to City Council for
ratification.




